Unemployment Insurance

Ul Online” User Guide




Thank you for registering for a Ul Online™ account. To
help you discover the many benefits and conveniences
of certifying for continued benefits and managing your
claim online, the Employment Development Department
(EDD) has developed this Ul OnlineS™ User Guide.

The Ul Onlines™ User Guide will help you get started,
beginning with the login process.

The EDD recommends that you refer to this guide to
help manage your claim in Ul OnlineSM,

Important Information About Browser Compatibility
and Pop-up Blockers: Ul OnlineSMis compatible with
the latest versions of Internet Explorer, Google Chrome,
and Mozilla Firefox. Additionally, you must disable pop-
up blockers to access features of Ul OnlineSM.
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Log In

To use Ul Online®™, you must first begin with the login process.
1. Visit www.edd.ca.gov/UIl_Online.

2. Select the Log In button in the middle of the screen.
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3. Enter your username and select the Log In button.
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Password

Once you have entered your username, follow these steps to log in to your Ul OnlineM account.

1. Verify your personal image and personal image caption.

Note: If you did not enter the username correctly, you may not see the correct personal

image caption. This helps you to verify that you entered the username correctly. If you do not

recognize either your personal image or personal image caption, do not enter your password.
Refer to the Security Information section on this screen for instructions.

2. Enter your password.

3. Select the Log In button.
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Ul Online Home Page

The first screen that you will see when you log in is your Ul Online Home page. From here, you can
get important notifications, view all appointments, reschedule a phone interview appointment, and get
a summary of your claim, including your last payment issued. You can also access the many features

of the system by selecting one of the tabs at the top of this page.

Back o Top Coniact EDD Condibons of Lisa Privacy Poldy Equal Dpparunity Bodce

Copyrighl © 2014 Stale of Calilomia
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More About Your Ul Online Home Page

The following three sections may be displayed based on the current status of your claim:

Notifications: This section will only appear if you need to take action on your claim. The following are
the most common messages in your Notifications section.

Certify for Benefits: You will see the notification below when you have weeks available to certify
for benefits. Select the Certify for Benefits button to begin the certification process. If no weeks
are available for certification, you will be advised what date to check back.

Reopen Your Claim: Sometimes it will be necessary to reopen your claim to resume claiming
benefits. If you are required to reopen your claim, you will be advised in this section. Simply select
the Reopen Your Claim button and provide all the required information. See the Reopen Your
Claim section of this user guide for more detailed instructions.

Maximum Benefits Paid: Your claim is valid for one year, but the benefits may be paid in
full before that year expires. If you have exhausted your benefits or your claim has expired, a
notification will appear in this section.

Ul Online Home
Motifications Curtify for Banefits

'~ . __.-'“. Cerify for Benefis

Appointments: If you have an appointment, you will find details about it in this section. Phone
interview appointments can be changed to a later date by selecting the Reschedule button. Keep
in mind that changing to a later date may further delay your benefit payments if you are determined
eligible.

ﬁ.ppt}ltlt mﬁ'nts UE.‘IOE"Z‘}“ 5 Yau b ..w- | Bhana intarview ::::I- |'|"!|- I.\.- '.-ll::l..-.:l TrEre
,f_‘\l 10:00 a.m. - 12:00 p.m. Misre Gl and L g o i
-
UE.‘I1 Uf201 5 'l':-:lll ':.I'h.- .|.'. ”_-E:. 800 appointmsnt & :|I- :I._ | d

02:00 p.m

DE 2338G (3-16) INTERNET Ul Onlines™ User Guide



Claim Summary: This section gives you a quick snapshot of your claim, including the last payment
issued, claim balance, weekly benefit amount, benefit year begin and end date, work search
requirements, and your most recent certification status (if applicable).

From this screen, you can select the View Payment Activity button to view your payment history for
all processed payments.

Claim Summary a3 f
$243.00 on 02/20/2015

$ .
( $8,100.00
§324.00
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Accessing the Features of Ul Online™™

Navigating Ul OnlineS™ is easy. The key features of Ul Online*M appear at the top of your Home page.
Select the desired tab to get started. For example, if you want to make changes to your personal
information, select the Personal Profile tab.

Throughout Ul OnlineSM, help text is available by placing your cursor over the @ icon or by selecting
the Help link from the top right hand corner. For more information, visit www.edd.ca.gov/Ul_Online
to view our educational tutorials.
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Certify for Benefits
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Certify for Benefits

Certifying for benefits and reporting work and earnings with Ul OnlineSMis fast and easy.
1. Log in to your Ul OnlineS™ account.

2. Check the Notifications section of your Ul Online Home page to see if weeks are available for
certification.

3. Select the Certify for Benefits button if weeks are available. You can also navigate there by
selecting the Certify for Benefits tab.

4. Answer the certification questions and report earnings, if applicable.
5. Review and submit your answers.
6. Save the confirmation number you are given.

Note: Customers on Partial or Work Sharing claims are unable to certify for benefits online at this
time but can access the many other features of Ul OnlineSM.
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Inbox

Stay up to date with your claim. To help you keep your claim on track, a notification will be sent to
your personal email when there is a new message in your Ul OnlineS™ Inbox. It is important to read
these messages as soon as possible because they contain important information about your Ul claim
and may require immediate action.

Accessing messages in your Inbox is simple.

1. Log in to your Ul OnlineS™ account.

Select the Inbox tab from the top of your Home page.

Enter an optional date range to help you find messages quickly.

2
3
4. Read your messages.
5

Select the Delete link if you want to permanently remove the message from your Inbox.

Inbox
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Payment Activity

There are two ways to get payment information. You can view your payment activity by following the
steps below, or you can also view information such as your payment status and confirmation numbers
on your Claim History screen as outlined on the Claim History section of this guide.

Detailed payment information is available for all processed payments including a complete breakdown
on how each payment was calculated. Additionally, you can search for a particular week(s) by
entering a date range in the Search Payment History section.

1. Log in to your Ul OnlineS™ account.
2. Select the View Payment Activity button or the Payment Activity tab from your Home page.

3. Select the Details link under the View column for the desired week.

Below is an example of the Payment Activity page that displays the complete history of your
payment activity.

Payment Activity
@ m i | ¥

Payment History

surance beneiis issued between 0422850014 and OW300015 519,152 00

Payment |ssus Date Payment Issued Payment 10 Payment Satus View

AT AP 2444 M AT 4
Ul aiille & a5 L BTRA5426 Paid
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Claim History

With Ul Online®M, you can view and print the claim history for all of your certified weeks.
1. Log in to your Ul OnlineS™ account.
2. Select the Claim History tab from the top of your Home page.

3. Select the Transactions link under the Transaction Details column to see how your payment
was calculated.

4. Select the Certification link under the Additional Views column to view your certification
information, including your responses to the certification questions.

Below is an example of the Claim History page.

Note: The status of your payment for each week can be found in the Status column (e.g., Paid,
Waiting Period, Disqualified, Reissued, etc.).

Claim History

Bensfit Year Benefit Week Canfirmatian CLam Reported | Tranzaction EAOIRONAL YMArs

Begins Ending Date Mumber e :;NB:::“ Earnings | Details E:::::.::n e

EXCossia
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Qa0+ e B Nt Applicakbes: Teke-Cer
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Personal Profile

Another feature that Ul Online®M offers is being able to update your contact information, personal
preferences, and security profile without speaking to a representative.

1. Log in to your Ul OnlineS™ account.
2. Select the Personal Profile tab from the top of your Home page.

3. Select the link that corresponds to the information you wish to update: Contact Information,
Personal Preferences, Password, Security Questions, or Personal Image.

Note: To update your personal information (i.e., your name, Social Security number, or
date of birth), select Contact Us to find the phone numbers to use to call and speak with a
representative.

4. Update your information and select the Submit button to save your changes.

Personal Profile

Personal Information

Contact Information

Personal Preferences

|' H

Engliah
Engsn
i Papel (Mets C

F

Security Profile
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Form 1099G Tax Information

You can use Ul Online®M to view, print, or request copies of your past five years of your Form 1099G.

1.
2.
3.

Log in to your Ul OnlineS™ account.

Select the Form 1099G tab from the top of your Home page.

Select the Print button to print Form 1099G information for the most recently completed tax

Or select the Request Duplicate button to request an official copy of the most recent tax year.

Confirm or modify your mailing address to be mailed an official copy of your Form 1099G for
the most recently completed tax year.

For previous tax years, scroll to the View Form 1099G section, select the View link next to the desired
year, and follow all instructions.
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Reopen Your Claim

If you need to reopen a Ul claim and you are eligible to do so, the Reopen Your Claim button will
automatically display in the Notifications section of your Home page:

1. Select the Reopen Your Claim button.

2. Verify your contact information, and select Next.

ST
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3. Verify your union status when the Reopen Your Claim-Employer or Union Issues Claim
Forms page appears. All customers are asked this question when reopening a claim.

If your employer or union issued you any of the forms listed, answer “Yes” and the select Next. The
system will advise you that you will not be able to reopen your claim online and will provide you with
other options to reopen your claim. However, if you were not issued any of the forms listed, answer
“No” and select the Next button to continue.

Important: Do not use the Back button on your browser. Select the Previous to return to the previous
screen.

Reopen Your Claim - Employer or Union Issued Claim Forms

Heopan Your Claim - Employer or Union leued Claim Forms
1 ! " " Ol i i Yeu Ha
o
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4. Enter all of the required information, including last employer details and eligiblity information.
When reopening your claim, you may be asked to answer additional questions to provide more
information.

5. Review all of the information you provided on the Review and Submit page.
To change your information, select the Previous button at the bottom of the page.
You may select the Save as Draft button at the bottom of the page to finish the process at a later time.

Important: Your draft will only be saved until 11:59 p.m. on Saturday of the week you entered your
information. If you don’t submit your request by this time, you will need to start the process over.

6. If your information is accurate, check the acceptance box, enter your mailing address ZIP
Code, and then select the Submit button.

Review and Submit

car, Ernployer or Lineon Fssued ra— Reopen Your Claim = ... -
L s F LY 4 K Rewiew and Subrt 4 Conhrmation
@/ Claim Farms \@/ Lant Employer Dntalls (@) ot il aLL I
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When you successfully submit your request to reopen your claim, the Reopen Your Claim —
Confirmation page will appear.

Reopen Your Claim - Confirmation

p—

g Emplover or Uinson [ssied = Reopen Your Claim -
fﬁ/ f@l _‘_"‘W T (@) Review and Submit (_J Confrmation

lamm Fowrmms | @ABE o

You have resumed claming Unemployment insurance benells. Your nexl certfcation date will be displayed on your Home scréeen when avalalbe.

For more detailed information on how to reopen your claim using Ul OnlineS™, refer to the More Ul
OnlineSMResources section on page 25 of this guide to find links to instructional videos.
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Forgot Username

If you have forgotten your username, follow the instructions below to retrieve it.

DE 2338G (3-16) INTERNET

1. Select the Forgot username? link on the Ul Online*Mlogin page.

T'o register for a néw LN Ondng acoount

Reqister for LI Online

I'you have an existing S01 Onling accounl, you musl use your S0 Online
Log In uSEmame and password Lo register for a new U1 Onling account

T you have fongothen your S0 Online usemame or password, visk 20
Cinling

2. On the Forgot Username page enter your last name and the email address you provided
when you registered for Ul OnlineS™. Then select Next to continue.

Forgot Username

f you forgot your usemarme, you will need to provide information on the following pages
o 2 P

*Indicates required :.-_"':I'_I

Provide Information

1 must prosesde additional information o relrieve your wsemarme Begn by providing your last name and e-ma

“Last Mam« |'
“F 13 |

Caanetoal M
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3. Provide the answers to the two security questions and select the Next button to continue.

Security Question 1

Enler your answer 1o e securily quesbon. [ you fongod the

“Incicaies required fiekd
Answer Security Question 1
*Answer to Queshion 1

O 1: What is the title of your favorite song?

Jueshon

[

Once you have successfully answered the questions, your username will be sent to the email address
associated with your Ul OnlineS™ account.

Ul OnlineS™ User Guide
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Forgot Password

If you have forgotten your password but you know your username and the email address that
you used to register for your Ul OnlineS™ account, you have two options. You can either request a

password hint to help you remember your password or you can reset your password by requesting a

temporary password by completing the following steps.

1. Begin by entering your username on the Ul Online Login page and select Log In.

2. On the next page, select the Forgot Password? link.

Log In to Ul Online - Password

Ta log in to . rzad the Se

ity inife tion, verify your personal image and persanal image caplion, and then enter password. Your account will be
inCoiracky £ [ETHES 1M 3 Fons

Security Information

You selecled your personal image and caption whin you registened for LI
Online, Recognizing your personal image and caption is part of the

A
security al wour LI Oriline fdcound

Fersonal Image

I you da nal recogrre your personal mmage or capbon, D0 NOT enler
your password. Retum ta the LI Onlir page and check the
usemame you entered is correct. If you are new 1o Ul Online, be sure

[ i n acting
Persanal Image Caplion | also love veggies that you have compileted the inidal login process by sele

Username: best4B33224030

-5616 from & a.m. to 5:00 p.m. (PT), Manday through F
shate hobdays by selacting opton 6 from the Main Manu

{-na dar I

3. Provide your username and email address and select Next.

Forgot Password

1f you forgol your password, you will need 1o provide nigrmabon on the iolowing pages.

"Indicates réquired fickd

Provide Information

You must provide additional information to retrieve your password. Begin by providing your username and e-mail

[~ 1 >~ ]
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4. Answer the first security question and select Next.

Secunty Question 1

gr your answer lo the secunty quesbon. If you forgol he answer 1o your secunty queshon, Contact ED

“Indicates reguired beld

Answer Security Question 1

Wt 15 your freorite Spon? | =Pt 10 Qulgtion 1 I

o W AN
Frevious

5. Answer the second security question and select Submit.

Security Question 2

Enter your answer io the secunty question. I you forgat the answer o your security question

*lndic Sbad raaured Hald

Anawer Security Question 2

Previous Cancel
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6. Select the option to have your password hint displayed or the option to have a temporary
password sent to your email address, and then select Submit.

Forgot Password Options

f wisul hargol your password, you can aiher daply & padsward Rinl, oF you can have & Bmparary padswond sant 1o your &-mdul. Choods an opban balsw and sslacl the
Subirut baklon
Options to Retrieve Forgotten Password
|:‘ Cenplay passwnnd hant | |'.' i mE O MMROrERY pansy '.:|

If you chose the password hint option, your password hint will display. Enter your password, and then

select Log In to continue onto your Ul OnlineM account.

Password Hint
Wour password hint is beld Hwyou knows vaur password, anter it below and selectthe Log In buthon, Hyou do ndl renember vour password, seledd the Candcal buton

il risquireed i

four Password Hink sl "Ener Fassword

If you selected the option to reset your password, a temporary password will be sent to your email.

Follow the instructions included in that email to reset your password and access your account.

Password Sent

Linmparary password has benn sent to tho o-madl you prostded Follow the iInstrucions in e o-mall o og inie LI Onlnen
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Forgot Answers to Security Questions

If you forget the answers to your security questions, you will need to contact the EDD at www.edd.ca.gov.
Select Contact EDD and then select the Ask EDD link.

@) Find a Job & File & Manage a Claim @ Employer Services
: M:-rt-. ; l More... : Ma:-r|.:...

@ EDD Rezources @. Featurad Links @j Translate

e Lelect Language

Translabe

s More...

@ Contact EDD

En a=psario
hionw A1 | Hidhe 201

I you hawes quirstions, commants, of sugoestions about oo website, department, your personal informestion, or an indsadual within PO, thare ane
sgrveral ways 1o conlact us

Online

Aask EDD

W yau henna BN ss0e that is not addressed on this website, or would like to repor fraud, please contact us Bt Ask EOD. Ta help us BRswar your
guesstion, plosssey mecluches as omech aformaleon as possablo on the shescironic foeomes. Al of your anformeaton (g Social Socunby Murnbors) wall bay
e aireed in & Pully Secure Sawiranmient

Moin: Google Tramesinbe™ s ol avnilabie within Ask PO For more informatson, pheeess wsit o

Commants, Suggestions, and Complaints
By Mail

By Telephone or In Person

Small Business Advocate

Technical Help

Use the drop down menus on the Ask EDD page as follows:

Select a category: Unemployment Insurance Benefits

Select a sub-category: Ul Online

Select a topic: Ul Online — | Forgot the Anwser to my Security Question(s) (Ask EDD)
Select the Continue button.

Provide the contact information and select the Submit button.

ghRwN=

The EDD will contact you via email about your security question(s).

Note: Once you log into your account, be sure to update your Security Profile, including your security
questions and answers, on the Personal Profile page.
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Contact Us

You can ask the EDD a question about your Ul claim using your Ul OnlineM account. Select the

Contact Us link from the top of your Ul Online Home page:

: RO
{E'v =nlellelinEnt Dayzle eypising £

F 1 Ceertify for Buenelits Panyrmesnil Activalty Clarn Hislory Form 10896

Ul Online Home

Motifications Cortify for Benefits

=elelffi=

s

Conbact Lis

Personal Profike Inbxax

You will be taken to the Contact Us page. In the General Information section, you will be asked to
select both a question category and question topic from the drop down menus. Information about your
chosen topic, or how to access the information using your Ul OnlineS™ account, will appear on screen.

If the EDD needs more information to answer your question, the Ask a Question section will appear.
Enter your question in the box provided. Then select the Submit button. Due to high demand, please

allow 5-7 days for a response.

Contact Us

| you lerne & queniion al o L
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General Information

ity Io contact thes EOO i by sulsmilling a quesbon telow

gy [Cartify for Continued Danefits |

tian Topic: [Bacial Sacurity and Pansicns

IBTormation
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Assistance With Your Ul Online®™ Account

Ul Online" has a built-in help feature to assist you in completing required fields. Simply select the
“ icon or select the Help link in the upper right hand corner of the screen. Additional online tools,
including helpful instructional video tutorials and FAQs, are available at www.edd.ca.gov/Ul_Online.

If you need technical assistance with your Ul OnlineS™ account, such as help with registration,
password resets, and site navigation, you may contact the EDD at 1-800-300-5616. Representatives
are available from 8 a.m. to 12 noon (PT), Monday through Friday, except on state holidays.

Protect the Security of
Your Ul Online*™ Account

Never share confidential information such as your Social Security number, EDD Customer Account
number, or Ul Online™ username and password with anyone. If you suspect that your Ul OnlinesM
account has been compromised, change your password, personal image, and personal image caption
immediately. If necessary, contact the EDD for further assistance. And remember, always log off from
Ul OnlineS™ when using a shared or public computer to further protect your confidential information.

More Ul Online®™ Resources

The EDD has worked hard to make sure you have access to the support you need to successfully
manage your claim with Ul OnlineS™. Below are links to tools to help you learn more about Ul OnlineS™
and its many features.

e Ul Online®™ FAQs
e Ul Online®™ Questions and Contact Information

¢ Ul Online®" Videos
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http://www.edd.ca.gov/UI_Online
http://www.edd.ca.gov/Unemployment/FAQ_-_UI_Online.htm
http://www.edd.ca.gov/Unemployment/UI_Online_Questions_and_Contact_Information.htm
http://www.edd.ca.gov/Unemployment/UI_Online_Videos.htm
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State of California
Labor and Workforce Development Agency
Employment Development Department

The EDD is an equal opportunity employer/program. Auxiliary aids and services
are available upon request to individuals with disabilities.
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